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How to Submit Proposed Documents in Pima County

Submitting a Proposed Documentas a main/lead document

Allowed formats: docx, odt

1. The option to file a proposed order or judgment is only available if you selected ‘Yes’ tothe ‘First
Appearance Fee’ question in ‘Section 1: Getting Started.’
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2. In‘Section 3: Action Information’, on the ‘Main Document — Select’ screen, select the box next to

‘Order.’
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3. |Iffiling a proposed order, select ‘Proposed Order’ from the drop-down menu.
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4. |Iffiling a proposed judgment, select ‘Proposed Judgment’ from the drop-down menu.
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5. Iffiling a proposed notice of hearing, select ‘Proposed Notice of Hearing’ from the drop-down menu.
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6. Attachyour document on the ‘Review and Prepare Your Documents’ screen. Clickon the ‘Attach’

link next to ‘Proposed Order’ under the ‘Attach Your Documents’ section.

® efile and eServe

Form Set# & 3445654 Cases® ¥V
File Electronically Keyword/Matter # W Status ‘W pleted
Filing Type aral Civil Location W Pima - Supenor Coun
Customer Name Dandelle M Gross Customer Emall  sdallon@courns az gov
Created on 02/22/2021 43 AMMST  Modified on 02/22/2021 8:58 AM MST
Pima Flling Fees Review and Prepare Your Documents.

No Court/Agency Fees required

Your Fees Review / Edit Your Answers Next
Previder Fae sig -

Attach Your Documents ( jjinfo

Attach your main document here Atach supporting documents (1., exhibits) with your main document Proposed orders must be attached separately. If the only document to be attached is &
proposed order, it shoutd be attached as the main document. The order and will not be file

This site accepts the following file types as attachments: Adobe Acrobat Portable Document Format (PDF), Microsoft Word 2007 and iater versions ( DOCX) and OpenDocument word
procassing documents (.ODT).

To create Adobe PDF documents you must use appications that inciude buiit-in PDF ch as Office You can aiso convert your file into Adobe PDF document using
Create Adobe PDF Oniine, avaliable at niip.//craatend! adobe com

IMPORTANT. Pima County restricts the Document Title/Description to 100 characters

2 *
L,‘) Proposed Order

astach B View G Remove
Proposed orders may be attached using the following file types: DOCX (Microsoft Word 2007 and later ) and ODT (OpenD
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Attach Main Document

Attach PROPOSED ORDERS, PROPOSED JUDGMENTS, and PROPOSED NOTICE OF HEARING HERE
Proposed orders/juagments may be submitted in Microsaft Word 2007 and kater versions ( DOCX) and OpenDocument
processing documents | ODT). Do NOT attach proposed orders in Adobe Acrobal Portable Document Format (. POF) for

Allrved altachment exlensions. Gocodl
Document Type Pitfcsed Cfder

Title/Description *

Attach Main Document

A. Enterthe document title without special characters. Note that the document title/description
is limited to 100 characters.

B. Pressthe ‘Browse’ button. A pop-up window will open. Select your savedfiled from the
‘Choose File to Upload’ dialog box and press the ‘Open’ button. You canupload any single file
up to 10MB. Proposed orders/judgments may be submitted in Microsoft Word 2007 and later
versions (.docx) and OpenDocument word processing documents (.odt).

C. Pressthe ‘Save’ button. Depending on the size of your file, this attachment process could take

several minutes. When the attachment process is completed, this ‘Attach Document’ window
will automatically close.
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